Financial/Clerical Assistant 

(Updated: 9.3.2014) 

Under direct supervision, performs clerical work such as computing, filing, data entry and 
correspondence. 

Job duties may include but are not limited to: 



• Accounts Payable/Receivable 

• Payroll processing and preparation of quarterly tax payroll filings 

• Bank Reconciliation 

• The ability to collect, keep and generate financial data and reports 

• Preparation of Monthly Financial Reports for Board Meetings 

• Minor bookkeeping responsibilities 

• Maintenance/enhancement of Salesforce database 

• Assist with regular updates to The Ceramics Center's website 

• Maintain TCC Facebook page 

• Maintain local and regional event calendars 

• Assist ED with Membership and Class/Workshop sign-ups and renewals 

• Greet and assist public, students, and other staff 

• Provide outstanding customer service 

Specific projects may include: 

• Monthly Financial / Payroll Reporting 

• Upgrade of data to Salesforce.com 

• Work with ED to create and implement standardized digital filing system and naming 
conventions 

Qualifications: 

• Knowledge of QuickBooks 

• Accounting experience 

• Payroll Processing and reporting experience 

• Ability to collect data, keep accurate records, and prepare reports. 

• Knowledge of office routines and functions sufficient to relay factual information to 
visitors and telephone callers and to direct communications 

• Skill in operating office equipment. 

• Ability to operate a personal computer and related software (Microsoft Office, 
QuickBooks, etc.). 

• Ability to communicate effectively with staff, students, and the public. 

• Ability to follow oral and written instructions. 

• Ability to organize and prioritize multiple tasks. 

• Requires a degree of independent judgment in the application of policies and procedures 
within the area of assignment and according to stated guidelines. 

• Detail Oriented 



Supervision exercised/ received: 



Provides no direct supervision to other staff. Receives direction from the Executive Director. 
Hours and Wages: 

1 0-1 2-hours/ week. This is a non-exempt position, which will receive hourly wage 
compensation of between $7.25 - $13.00. 

Excellent opportunity for an individual looking for part time work approx. 10-12 hrs. per week. 
Hours are flexible but will need to be regular. Minor evening or weekend may be required. 

Top consideration will be given to applicants with the following attributes; previous 
Administrative and Customer Service experience. Ability to work in a small team environment, 
have excellent time management, organizational and communication skills. Someone who can 
take direction, complete a task from start to finish with minimal supervision, multi-task and can 
change priorities as needed to ensure organizational goals are met. 

Works involves computer skills, Microsoft Office and Quickbooks. General organizing of office, 
data, customer service, and social media/website updates will be part of the regular duties. 
Knowledge of web design and Facebook a plus. Will be assisting the Executive Director. 

Please submit a cover letter, resume, and 3 refrences to: bjensen@theceramicscenter.org 



